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1.0 Purpose and Scope 
 
This policy has been established to ensure the safe use of equipment in the Technician 
Machine Shops, commonly called Tech Shops, within the Technical Division.  This 
policy specifically covers those Tech Shops located within Industrial Building 1 (IB-1), 
Industrial Building 2 (IB-2) Midway, and MP-9. 

 
2.0 Access Control 
 
Access to the machines and equipment in the TD Tech Shops will be controlled in the 
manner described below.  In all cases, only “Qualified” individuals are allowed to operate 
the machines and equipment within these shops.  Qualified individuals are defined in 
Section 5.0 (Training) of this policy. 
 

2.1 Industrial Building 1 
 
Each piece of equipment in the IB-1 Tech Shop has a list of qualified individuals 
posted on it.  Because IB-1 has few outside visitors, the use of the Tech Shop 
equipment can be easily monitored by the Building Manager and other qualified 
employees working in the building.  An individual that wishes to use a piece of 
equipment in the IB-1 Tech Shop must either be included on the list of names 
posted on the machine, or must receive direct approval from the IB-1 Building 
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Manager.  IB-1 is locked during off-hours to prevent access to the building; hence 
the Tech Shop is also secured after normal working hours. 
 
2.2 Industrial Building 2 Midway 
 
The use of the IB-2 Midway Tech Shop is normally limited to qualified individuals 
within the E&F Tooling Group.  Exceptions can be made, however, with the 
approval of the Senior Technical Aide who oversees the Tooling Group, and 
provided the individual is qualified to operate the specific piece of equipment.  A 
TD individual using the equipment must be qualified according to Section 5.0 of 
this policy.  An individual that is not a TD employee may establish qualification to 
operate the equipment in one of several ways: 
 

• Provide appropriate credentials to the Senior Technical Aide. 
• Provide certification by the employee’s supervisor. 
• Prior knowledge by the Senior Technical Aide of the individual’s skills, 

or direct observation of the individual’s skills by the Senior Technical 
Aide. 

 
Each qualified member of the E&F Tooling Group has the authority and 
responsibility to verify the qualifications and skills of anyone using a machine, tool 
or piece of equipment in the shop and may stop any work being performed in an 
unsafe manner.  The IB-2 Midway Tech Shop is locked after normal working hours 
to prevent unauthorized entry and equipment use. 
 
2.3 MP-9 
 
Each piece of equipment in the MP-9 technician machine shop is administratively 
controlled with a plug-locking device.  The Building Manager and Assistant 
Building Manager have keys, and those individuals qualified to operate the 
equipment are provided a key to the lock on the plug-locking device by one of these 
individuals. 

 
3.0 Work Rules 
 

3.1 Two Person Rule 
 
The “two person rule”, in which two individuals must be present, applies to those 
instances of machine tool use that are potentially hazardous or dangerous.  It is the 
responsibility of the supervisor authorizing the work to determine if the presence of 
a second person is required for the tool use.  When the two-person rule applies, the 
second person does not need to be qualified on the machine operation, but must be 
in the vicinity within verbal or visual contact during the entire machine operation.  
The purpose of the second person is to be available to call for emergency assistance 
if needed.  If a second person is required but must leave the area for any reason, the 
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work must cease immediately and not resume until the second individual returns or 
another second individual is assigned. 
 
3.2 Personal Protective Equipment 
 
The following personal protective equipment (PPE) is required when working in the 
TD Tech Shops: 
 

• Safety glasses with side shields in all instances. 
• Safety shoes (steel toes) in all instances. 
• Any other equipment that is appropriate for the work being done, which 
 could include PPE such as goggles, face shield, etc. 

   
3.3 Clean-Up 
 
Each person must clean up the machine and/or the area around the machine after 
they complete the job on which they are working.  This includes sweeping up chips, 
wiping up residual cutting fluids, and returning tools and other equipment to their 
proper storage location. 

 
3.4 Stop Work 
 
Any qualified individual in the shop area has the authority and responsibility to stop 
work that is being performed in an unsafe manner.  If an agreement cannot be 
reached regarding how best to perform the work in a safe manner, the matter will be 
presented to the individual responsible for the shop for resolution: 
 

• Industrial Building 1:  Building Manager 
• Industrial Building 2 Midway:  Senior Technical Aide 
• MP-9:  Building Manager 

 
4.0 Shop Maintenance 
 
The maintenance and repair of equipment in the TD Tech Shops will be performed only 
by the Technical Division Machine Repair Group or other qualified individuals 
designated by Machine Repair.  The following individuals are responsible for 
coordinating and overseeing the maintenance and repair of the equipment in the 
Technician Shops: 
 

• Industrial Building 1:  Building Manager 
• Industrial Building 2 Midway:  Senior Technical Aide 
• MP-9:  Building Manager 
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5.0 Qualifications for Using Equipment 
  
TD individuals that use Tech Shop machines must be qualified on the safe operation of 
the specific piece of equipment they plan to use before they are allowed to use it.  TD 
individuals can become qualified to safely operate equipment in the technician machine 
shops in one of two ways: 
 

• Completion of a formal presentation of Tech Shop Safety, FN000258.  Training on 
the safe operation of each piece of equipment in a specific Technician Shop is 
presented and documented. 

 
• Completion of safety training equivalent to Tech Shop Safety that is presented and 

documented by the appropriate shop supervisor: 
o Industrial Building 1:  Building Manager 
o Industrial Building 2 Midway:  Senior Technical Aide 
o MP-9:  Building Manager 

 
All training will be documented in the TRAIN database. 
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